
 
 
 
 
 

 

Job Title: Emergency Management Director / Search and Rescue Coordinator 

 

Open Until 25 Jan 2023 

 

$18-$22/hour + benefits DOE 

 

Mineral County Colorado 

 

Job Summary: 

 The Emergency Management (EM) Director / Search and Rescue (SAR) Coordinator 

serves as aide to the Sheriff by providing various complex professional and 

administrative functions related to organizing, planning, coordinating, and implementing 

county emergency operations and disaster services.  Work involves planning, organizing, 

and directing the functions, operations and services of the Emergency Management 

Office including developing, reviewing, updating the County Emergency Operations Plan 

(EOP), coordinating, and conducting training and exercises with other responder 

agencies, volunteers, and other organizations.  

 

 In addition to assisting the Sheriff, the EM Director is prompt in providing courteous and 

professional service to citizens, visitors, and co-workers.  They work closely with all 

divisions and departments within the Sheriff’s Office, plus coordinate with other county 

personnel, in addition to state, federal, municipal agencies, as well as vendors and the 

public. They have a shared responsibility for the office’s efficient operation by ensuring 

that all office functions are performed efficiently and in a professional, accurate, 

confidential, and timely manner. 

 

 The list of essential functions, as outlined herein, is intended to be representative of the 

tasks performed within the position.  The omission of an essential function does not 

preclude management from assigning duties not listed herein if such functions are a 

logical assignment to the position. 

Job Duties: 

 Coordinate disaster operations with first responders, (Mineral County Sheriff’s Office, 

Mineral County EMS, Mineral County Fire Dept.) and other agencies in the county along 

with adjacent jurisdictions.  

 

 Supervise the operational coordination and training of the Mineral County Search & 

Rescue (SAR) personnel.   

 

 Directly responsible for the care and maintenance of all SAR Equipment.  Inspect and 

inventory supplies and equipment; submit requisitions for supplies and equipment. 



 

 

 

 Demonstrate exceptional leadership qualities and characteristics during high-stress 

events. 

 

 Administer the Mineral County Emergency Operations Plan and the All-hazard 

Mitigation Plan. 

 

 Prepares, reviews, and monitors Emergency Management and Search and Rescue 

budget(s); coordinates data collection; assists in the preparation of final budget 

presentation with justifications; coordinates and participates in the ongoing budget 

monitoring process informing the Sheriff of budget status and adjusts as necessary, 

including costs related to emergencies and disasters. 

 

 Performs designated administrative services, which may include contract/grant 

monitoring, and/or office management; maintains data, records, and documentation on 

manual and electronic information systems; conducts a variety of administrative, 

productivity, and efficiency studies related to budget process, performance audits, 

management reviews, and administrative analyses of operational systems and procedures 

 

 Identify potential county emergency management issues, hazards, and jurisdictional 

vulnerabilities; develop appropriate strategies and action plans; recommends approval 

and implementation of plans under the direction of the Mineral County Sheriff and the 

Mineral County Board of Commissioners. 

 

 Work closely and coordinate with the Colorado Department of Public Safety Division of 

Homeland Security and Emergency Management and the Regional Field Manager 

representative.  

 

 Serve as liaison to the Colorado Division of Emergency Management for emergency 

planning, training, response, mitigation, and recovery.  

 

 Directly responsible to ensure the County Emergency Operations Center is equipped, 

maintained and able to be utilized at a moment’s notice. Inspect and inventory supplies 

and equipment; submit requisitions for supplies and equipment. 

 

 Assist with the Mineral County Public Health on emergency planning, training, response, 

mitigation, and recovery and participate in healthcare coalition meetings as applicable. 

 

 Work with community, schools and other agencies for emergency preparedness and 

planning. Also conducts and/or coordinates emergency response during disaster 

emergencies. 

 



 

 Assist other agencies including the incorporated community of the City of Creede in 

developing their response plans and procedures for emergencies in their jurisdictions. 

 

 Coordinate with other jurisdictions in the San Luis Valley Region and the counties 

adjacent to Mineral County for pre-disaster planning, recommend improvements, when 

necessary, participates in community outreach programs and all-hazard mitigation 

planning.  

 

 Develop programs and presentations which provide emergency preparedness information 

and training for governmental agencies, volunteer groups, support services, disaster 

volunteers, public and private industry; prepare both print and multi-media material for 

emergency management education and training. 

 

 Participate in evaluation of local hazard mitigation planning; identify information to be 

collected; assist in reviewing plans for eligibility for federal mitigation funding. 

 

 Serve as liaison to the Mineral County Board of Commissioners.  Report administrative 

and/or operational issues/challenges to the Mineral County Sheriff and Mineral County 

Board of Commissioners while providing recommendations and solutions.  

 

 Coordinate Emergency Management Performance Grant (EMPG) funding through the 

State of Colorado ensuring all requirements and/or deliverables are met thereby 

increasing the emergency response capability within Mineral County.   

 

 Continually research additional funding opportunities; review guidelines and program 

requirements while developing financial and program reports. 

 

 Attend seminars and training programs relevant to the Office of Emergency Management 

and serve on a variety of committees as required or requested. 

 

 Maintain the knowledge necessary to activate local/regional Emergency Operation 

Centers (EOC) in the event of an emergency requiring this resource and support. 

 

 Obtain and maintain certification in the Incident Command System (ICS) courses 

including ICS-100, 200, 300, 400 and National Incident Management System (NIMS) 

700 and 800.  The Mineral County Emergency Manager shall also complete the FEMA 

Professional Development Series Courses within one year of hire.   

 

 Must maintain knowledge related to a host of programs, plans, guidance, and 

philosophies including the Annual Fire Operating Plan (AOP) with the State of Colorado 

Division of Fire Prevention and Control (DFPC), Emergency Fire Fund (EFF), CPG-101 



 

and Emergency Management Accreditation Program (EMAP) and use of the Web EOC 

program for incident management and situational awareness. 

 

Minimum training and experience: 

 High School Diploma or Emergency Management Certification preferred. 

 

 Desire and ability to attend Emergency Management Academy (if not already certified). 

 

 Two to three years of related experience (experience is defined as being directly involved 

with decision-making, plan writing, training, exercise and active participation in 

response, mitigation, preparedness, and recovery phases of emergency management.). 

 

 Any combination of education, training, and experience which provides the required 

knowledge, skill, and abilities to perform the essential function of the position. 

 

  Must possess or can obtain and maintain a valid Colorado driver's license throughout 

employment without any restrictions which affect job performance.  

 

Other Functions: 

 Be prepared to work outside the scope of your jurisdiction when requested.  

 

 Attend meetings, trainings, and conferences. 

 

 Be available 24/7 and maintain the ability to immediately deploy during emergency 

disasters or any other emergency incident.  

 

 Communication capability: must become trained in the use of the Digital Trunked Radio 

(DTR) system, Very High Frequency (VHF) radios, and other communication resources 

including but not limited to text messaging, email, cell, and satellite phones.   

 

 Knowledge of county road and address system and county geography. 

 

 Above average knowledge of computers and computer functions  

 

 Become prepared to provide information through public events, public speaking, 

webinars, and other events.   

 

 Organizing work responsibilities while identifying priorities, meet critical deadlines and 

following up on assignments with a minimum of direction and supervision. 



 

 

 Communicating orally with internal staff, citizens, and other departmental staff to give 

and receive information in a courteous manner. 

 

 

Working Conditions: 

 Work is performed in an office, emergency vehicle and in the field exposing the 

employee to various outside environmental and atmospheric conditions, some natural and 

some man-made; possible bodily injury from radiation, explosions, and/or toxic or 

caustic chemicals.  

 

 Working time of forty (40) hours per week (average) may require irregular hours, shift 

times, and/or on-call status.  

 

 The incumbent's working conditions are typically moderately quiet but may be loud at 

some locations. 

Mineral County Sheriff's Office is an Equal Opportunity Employer. In compliance with the 

Americans with Disabilities Act, Mineral Sheriff's Office will provide reasonable 

accommodations to qualified individuals with disabilities and encourages both prospective and 

current employees to discuss potential accommodations with the employer. 

 


